TAM NOTE 95-02

TRANSPORTATION ACQUISITION MANUAL
NOTICE

DATE ISSUED: July 16, 1995

Transportation Acquisition Manual (TAM NOTE) 95-02
SUMMARY OF ITEMS

TAM NOTE 95-02 is issued under the authority of the Transportation
Acqui sition Manual (TAM and unl ess otherw se specified, all nmaterial
contained in this TAMNOTE is effective on the date issued. The TAMis
her eby anended as specified bel ow

Item | --Change in cognizant M 60 personnel listing for the Federal
Acqui sition Regulation (FAR), Transportation Acquisition Regul ation
(TAR), and TAM

Chapter 1201, Appendix A, is changed to update the cognizant M 60
personnel responsible for specific parts/chapters of the FAR, TAR, and
TAM

Repl acenent pages: Chapter 1201, Appendix A, 1201-13 thru
1201- 15.

Itemll--Changes in office identification as a result of Ofice of the
Secretary reorgani zation

Chapter 1202, Appendix A, is changed to correct office
identifications within the Ofice of the Secretary, as the result of
organi zati onal changes.

Repl acenent pages: Chapter 1202, Appendix A, 1202-5 & 1202-6.



2
Itemll1l--Changes to Contract Information Requirenents

Chapter 1204, Appendix D, is changed to bring the TAM | anguage in
consonant with the FAR, update the Dun and Bradstreet area code, and
renove the SIC Code nunmber fromthe target industries |ist.

Repl acenent pages: Chapter 1204, Appendix D, 1 & 2, 21 & 22, and 37 &
38.

Item | V--Changes to subnittal dates for SF-281

Chapter 1204, Appendix E, is changed to reflect the new required
subm ssion dates for the SF-281 Report (FPDS--Summary Contract Action
Report ($25,000 or Less))
Repl acenent pages: Chapter 1204, Appendix E, 1 & 2.

Item V--Change to Acquisition Planning requirenents of
Chapter 1207

Subsection 1207.101-70 is corrected/rearranged to reflect that
acqui sition planning is not required for certain actions between Vol pe
Nati onal Transportation Systems Center and DOT OAs. This change
resulted in further editorial corrections. |In addition, section
1207.102 is changed to permt issuance of draft RFP for all acquisitions
prior to final approval of the Acquisition Plan, and to suggest issuance
of another draft RFP, if the approved acquisition strategy differs from
the initial draft RFP

Repl acenent pages: 1207-1 thru 1207-2.1.
Item VI--Change to exenpt use of Form DOT F 4230.1

Section 1213.104 is changed to exenpt acquisitions of $2,500 or
|l ess fromthe requirenent to use Form DOT F 4230.1

Repl acenent pages: 1213-1 & 1213-2.
Item VII--Change to add Attachnments 1 and 2 to Appendix B

Chapter 1213, Appendix B, is nodified to incorporate two new
attachnments (Attachnments 2 and 3) as pages 1213-67.1 and 1213-67. 2.

Repl acenent pages: 1213-67.1 (added) & 1213-67.2 (added).
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ItemVIII--Change to delete references to TAMBulletin

Chapter 1213, Appendix C, is changed to delete references to a TAM
Bull etin that has been incorporated into the TAM as TAM Subchapt er
1213. 70, Departnent of Transportation Purchase/Credit Card Program

Repl acenent pages: 1213-69 & 1213-70.
Item | X- - Change paragraph nunber and inplenentation date

Chapter 1213, Appendix C, page 1213-77, is changed to read "I X"
and to reflect the accurate inplenentation period of "no later than
Cct ober 25, 1994."

Repl acenent pages: 1213-77 & 1213-78.

Item X--Change in title as a result of Federal Aviation Admnistration
(FAA) reorgani zation

Chapter 1215.612(b)(2)(iii), Appendix A page 1215-15 changes the
position title of the source selection official for FAA because of a
reorgani zation. This position is at the same |level within FAA as it was
before the reorgani zati on, but has been renanmed "Office Director."

Repl acenent pages: 1215-15 & 1215-16.

Item Xl --Determnation and Finding (D&) for using a cost reinbursenent
contract

Changes to Chapter 1216 are nade as a result of the Federa
Acquisition Streanlining Act to elimnate the requirenent for nmaking a
contract type D& when using a cost reinbursenent contract. This change
caused a change to Appendi x A and created a new Appendi x B to Chapter
1216.

Repl acenent pages: TOC, 1216-1 thru 1216-4.

Item XI|--Change to correct the value of Phase | and Phase Il proposals
Section 1219.7001(b)(1) is revised to correct the dollar val ue of

"$75,000" to read "$100,000." In addition, section 1219.7001(b)(2) is

revised to correct the dollar value of "$500,000" to read "$750, 000."

Repl acenent pages: 1219-5 & 1219-6.
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Item XII | --Conputer generated forms

Section 1253.105 was changed to pernit the conputer generation of
forns in a different name, content, or sequence fromthat illustrated in
the TAR and TAM as long as its prescription in Chapter 1253.2 pernits
such acti on.

Repl acenent pages: 1253-1 & 1253-2.
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1. Contract Information Requirements.

a. Information shall be reported to the Contract Information System (CIS) for the
following actions:

1)

(2)

3)

(4)

®)

(6)

(7)

(8)

all new contracts or orders that exceed $25,000, or are expected to
exceed $25,000 before the contract or order is completed, from
non-Federal sources for supplies, equipment, construction, and
services, including research and development, commercial utilities and
telecommunications, and commercial rents and leases;

all awards that exceed $25,000, or are expected to exceed $25,000
before the contract or order is completed, for all leased and purchased
real property. In addition, report information on construction, alteration
or maintenance of real property;

all awards that exceed $25,000, or are expected to exceed $25,000
before the contract or order is completed, under the Small Business Act,
Section 8(a);

all awards that exceed $25,000, or are expected to exceed $25,000
before the contract or order is completed, to sheltered workshops;

all awards that exceed $25,000, or are expected to exceed $25,000
before the contract or order is completed, to Federal Prison Industries,
i.e., UNICOR. (NOTE: Orders from GSA stock for UNICOR products
are not reportable);

all awards that exceed $500 under the Small Business Competitiveness
Demonstration Program, established by the Small Business
Competitiveness Demonstration Program Act of 1988, Title VII, P.L.
100-656, for the designated industry groups. (NOTE: This reporting
requigegrg)ent is effective for contract actions awarded through September
30,1 ;

all modifications which increase or decrease the obligated dollar value of
previously reported contracts or orders;

all orders that exceed $25,000, or are expected to exceed $25,000
before the order is completed, placed against Federal Supply Schedules
or other agency contracts;



9)

(10)

(11)

APPENDIX D
PAGE 2

all orders that exceed $25,000, or are expected to exceed $25,000
before the order is completed, placed against indefinite delivery type
contracts, basic ordering agreements, and blanket purchase agree-
ments;

terminations or completions of previously reported contracts or orders;
and

all contract actions made with funds held in trust accounts for foreign
governments or procurements for foreign governments regardless of the
nature of the funds. (The term "foreign governments" includes
international organizations.)

b. The following special instructions are applicable for reporting lease and utility
contracts because they are normally funded on an ongoing basis, with no
annual contracts or modifications to be reported. These instructions also apply
to commercial utilities and telecommunications contracts.

C.

1)
(2)

3)

(4)

®)

(6)

Report only those leases which are written by DOT.

Leases for DOT space which are awarded by other agencies (e.g.,
GSA) will be reported by the awarding agency.

If a lease or utility contract is not currently in the CIS, a complete new
contract procurement action form DOT F 4220.11 must be completed for
the contract using the current year estimated contract value.

Future year contract costs must be entered as annual modifications to
the contract with the fiscal year in the modification number field and the
annual contract cost in the value of action field.

Examples of completed DOT F 4220.11 forms for the initial entry of
contracts are contained in Attachments 1 and 2 for utilities and leases,
respectively.

Examples of completed DOT F 4220.11 forms for modifications that
represent current year funding are contained in Attachments 3 and 4 for
utilities and leases, respectively.

The following special instructions are applicable for reporting orders against
other agency contracts including orders against contracts of other DOT
operating administrations.

(TAM NOTE 95-02)
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Contractor Location.

Every record that reports a Kind of Action A through G must have an
entry in this field. This is a 12-character field which is broken into four
separate parts. The four parts represent the State, county, city, and
Congressional District in which the contractor's main office is located.
The absence of any of the four parts of this field (except for foreign
business) will constitute an invalid submission and the record will not be
accepted into the system.

State Code (or Country). Enter the 2-position numeric code from FIPS
Pub 55 for the State, District of Columbia, or U.S. outlying areas. Enter
the 2-position alphabetic code from FIPS Pub 10-3 for foreign countries.
The State code for the District of Columbia is "11".

County Code. Enter the 3-position numeric code from FIPS Pub 55 for
county. Leave field blank if contractor is located outside the U.S. or
outlying areas. The county code for the District of Columbia is "001".

City Code (Place). Enter the 5-position numeric place code from FIPS
Pub 55 for the city. Note that this publication is cross-referenced by ZIP
Code to assist in obtaining the correct city code. Leave this field blank if
the contractor is located outside the U.S. or outlying areas. The city
code for the District of Columbia is "50000".

Congressional District. Enter the 2-position numeric code in which the
contractor's office is located. If the contractor does not provide the
district, use the "Congressional District Atlas,"” published by the Bureau
of Census, for determining the correct district. If the Congressional
District is not a 2-digit number, e.g., the Second District, place a zero in
the first space and enter it as "02". Leave this field blank if the
contractor is located outside the U.S. or outlying areas. The
congressional district code for the District of Columbia "00."

Principal Place of Performance.

The instructions for completing this entry are identical to those listed
above under Contractor Location, except that the site where the
contractor actually performs the work is to be entered in this field.

If the items supplied are parts shipped from stock by a regular dealer,
the place of performance is the regular dealer's location. If the items

(TAM NOTE 95-02)
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are shipped for the regular dealer bK a subcontractor who produces the
items, the place of performance is the subcontractor's location. If more
than one location is involved, report only the code of the location
involving the largest dollar share of the contract. For construction and
architect/engineer contracts, report the construction site location. If the
contract is for architect/engineer design work, the place of performance
is where the design work is being done. If the contract is a labor surplus
area set-aside, report the city or county and state of the area that
determined the preference.

If the place of performance cannot be determined, report the contractor's
billing location.

Contractor Identification. (Contractor Establishment Code (CEC))

Every record reporting a Kind of Action A through G must have an entry
in this field. This 9-position alpha-numeric field identifies the contractor
establishment receiving the award and is assigned by Dun & Bradstreet.
The first 8 positions are numeric and the 9th position is alphabetic.

For 8(a) awards, report the CEC number of the performing contractor,
not the Small Business Administration.

The CEC number for awards to Federal Prison Industries, i.e., UNICOR,
iSs 62763755G.

If the contractor does not identify its CEC number, the contracting office
shall obtain one by contacting Dun and Bradstreet, Inc., by telephone or
facsimile.

1. Contracting offices in or outside the United States should call the
following commercial number: (610) 882-7741.

2.  Facsimile requests should be made to the following commercial
number: (610) 882-7140.

Dun and Bradstreet will honor telephone requests for up to 10 CEC
numbers per phone call. Requests for larger quantities should be faxed
to the number in paragraph d.2., above, or mailed to:
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Y - Yes, the action was awarded under the Demonstration Program.

N - No, the action was not awarded under the Demonstration
Program.

Report code Y for any contract action awarded under the Demonstration
Program for the 4 designated industry groups or the 10 targeted industry
categories. Thisincludes 8(a) awards and awards where the Type of
Contractor (Blck 31) equals A, B, or C.

Otherwise, report code N.

NOTE: Report code N if the SIC code matches but the Product and
Service code does not match one of the Designated or Targeted
Industry categories listed below. Likewise, report code N when the
Product and Service code matches but the SIC code does not match
one of the Designated or Targeted Industry Categories.

Leave this Blck 49 blank if the Kind of Action Code (Blck 6) equals G or
the award is to the Federal Prison Industries (UNICOR) i.e., the
Contractor Establishment Code (Blck 21) equals 62763755G.

The designated industry groups are as follows:

o Construction under standard industrial classification (SIC) codes
that comprise major groups 15, 16, and 17 (excluding dredging --
FPDS service codes Y216 and Z216);

0 Refuse systems and related services under SIC code 4212 or 4953,
limited to FPDS service code S205;

0 Architectural and engineering (A&E) services (including surveying
and mapping) under SIC codes 7389, 8711, 8712, or 8713 (limited
to FPDS service codes C111 through C216, C219, T002, T004,
TOO08, TO09, TO14, and R404) awarded under the qualification-based
selection procedures required by 40 U.S.C. 541 et seqg (the Brooks
A-E Act); and

0 Non-nuclear ship repair -- ship repair (including overhauls and
conversions) performed on non-nuclear propelled and non-propelled
ships under SIC code 3731, limited to the FPDS service codes J998
(repair performed east of the 108th meridian) and J999 (repair
performed west of the 108th meridian).

(TAM NOTE 95-02)
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The targeted industry categories are designated by the Office of the
Secretary of Transportation, in conjunction with the Small Business
Administration, for enhanced participation by small business. The

targeted industry categories are as follows:

FPDS Product

TARGETED INDUSTRY CATEGORIES* and Service
Code

(1) Engineering Development AT94

(2) Systems Engineering Services (Only) R414

(3) Radio/TV Communication Equipment 5820

(except airborne)

(4) Maintenance, Repair, and Rebuilding of J028/
engines, turbines, components and JO10
weapons equipment

(5) ADP Central Processing Units:

Analog 7020
Digital 7021
Hybrid 7022

(6) ADP Support Equipment 7035

(7) ADP Components 7050

(8) ADP Development Services and ADP D302/
Teleprocessing and Timesharing Services D305

(9) Gas Turbines and Jet Engines, Aircraft; 2840
and Components

(10) Radar Equipment (except airborne) and 5840/
Navigation and Navigational Aids (basic research). AT31

* The industry categories were derived from Federal Procurement

Data System Product and Service Codes Manual.
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Instructions for Preparing Standard Form 281,
"FPDS--SUMMARY CONTRACT ACTION REPORT
($25,000 OR LESS)"

General.

a. A summary report, Standard Form (SF) 281, is required to report all
procurement actions of $25,000 or less which are not otherwise reported
individually to the Contract Information System. A sample of this report is
shown in the Attachment to Appendix E.

b. The SF-281 reports are not cumulative. Each report is for a given fiscal quarter
and not a total figure through the fiscal year.

Submission and Timing. Procurement Offices shall forward the SF-281 to their
Headquarters offices within 15 days after the end of each quarter except for the
fourth quarter which will be 20 days. Headquarters offices shall submit a
consolidated report for all procurement offices in their operating administration to
the Office of Acquisition and Grant Management (M-60) within 20 days after the
end of each quarter. The Headquarters offices are authorized to report this data
on floppy disks in lieu of the Standard Form 281. The Headquarters offices should
contact M-60 for information on the required format for disk reporting. The
schedule for submission shall be as follows:

Procurement Offices Consolidated
Submit SF-281 to SF-281 Due in
Quarter Ending Headquarters by M-60 by
December 31 January 15 January 25
March 31 April 15 April 25
June 30 July 15 July 25

September 30 October 20 October 30
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3. Line Iltem Entries.

a. Heading

1)

(2)

3)

4)

®)

Report Period. Enter report period dates in the space provided. In the
"FY" block, enter the last two digits of the fiscal year. In the "Qtr" block,
enter the appropriate digit for the fiscal quarter (1 to 4).

Report Type. Mark "original" if this is the original submission for a given
quarter. Mark "revision" if this is a change or deletion to a previously
submitted report. The data on the revision form will replace all data from
the previous submission.

Reporting Agency Code. Enter one of the following 4 position codes
from the Federal Information Processing Standards (FIPS) 95.

6900 - St. Lawrence Seaway Development Corporation
6901 - Office of the Secretary

6920 - Federal Aviation Administration

6925 - Federal Highway Administration

6930 - Federal Railroad Administration

6938 - Maritime Administration

6940 - National Highway Traffic Safety Administration
6943 - Research and Special Programs Administration
6950 - U.S. Coast Guard

6955 - Federal Transit Administration

Reporting Agency Name - Enter applicable agency name from
paragraph 3.a.(3), above.

Contracting Office Code. Enter reporting procurement office code as
found in the listing of "PROCUREMENT OFFICES REPORTING TO
THE CONTRACT INFORMATION SYSTEM" (Attachment 9 of

(TAM NOTE 95-02)



CHAPTER 1207
ACQUI SI TI ON PLANNI NG
1207. 000- 70 Pur pose.

Thi s chapter establishes a disciplined Departnentw de pl anni ng
procedure for procuring supplies (including systens) and
servi ces.

SUBCHAPTER 1207. 1-- ACQUI SI TI ON PLANS

1207. 101 Definitions.

"Acquisition Plan", as used in this chapter, nmeans a docunent
used to fulfill the acquisition planning requirenments of Appendi x
A to TAM Chapter 1234.

"Annual Procurenent Plan (APP)" nmeans an acquisition P!anning
document used for forecasting the Departnent's yearly antici pated
acqui sitions.

"Stream i ned Acquisition Pl an" nmeans an abbrevi ated version of
an Acquisition Plan, as described in this subchapter.

"Plan" means an acquisition plan, an APP, or a streanlined
acqui sition plan.

1207.101-70 Applicability.

~ The type of docunentation to support DOT acqui sition Plannlng
is coomensurate with the CEEFIex!ty and dol | ar val ue of the
Brocurenent(s) I nvol ved. "s inplementation of (FAR) 48 CFR
art 7 acquisition planning requirenents is as foll ows:

(a) Al proposed acquisitions of $50 mllion or nore as wel |
as those acquisitions under $50 mllion which are designated as
or included as part of a major acquisition in accordance w th TAM
Chapter 1234, Appendi x are subject to the acquisition planning
requi renents contai ned therein.

~ (b) Al proposed DOT acquisitions from$5 mllion to $50
mllion except for acquisitions involving construction and ot her
i nprovenents to real property (as defined in (FAR 48 CFR Part
36) nmust have either an acquisition plan in accordance with TAM
Chapter 1234, Appendix A, or a streamined version of the
?% %Iib%lgg pl an containing the informati on described in TAM

(c) An Annual Procurenent Plan (APP) shall be done for all DOT
acqui sitions over the small purchase Iimtation which are
exPected to be satisfied by a DOT contract (including mlitary
in erdepartnental_Purchase requests and interagency
agr eenent s/ acqui sitions), except as described 1n paragraph (c)(3)
below An APP is required even if the acgg|5|t|on is covered
under subparagraphs (a) or (b) above. APPs:

(1) Are used to conply with Section 501 of Pub. L. 100-
656, which requires Federal agencies to nake available its
Procurenent Forecast to the SBA and to interested business
owners;
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(2 NBY be used by OAs to satisfy (FAR 48 CFR Part 7
acqui sition planning requirenments for actions not covered by
subpar agraphs (a) and (b) above; —

(3) Are used, when approved, to neet the justification of
need and certification requirenents for advisory and assi stance
servi ces under (FAR) 48 CFR 37.206(b) (see TAM 1237.206); and

(4 Are not required for

(1) reements between DOT el ements in which all work is
perfornmed by per sonnel ;

_ (ii)_Energenc¥ acqui sitions (i.e., when the need for the
suppl i es/ services 1s of such an unusual and conpel | i ng urgency
that the Governnment woul d be seriously injured If the
suppl i es/ services were not imrediately acquired);

~ (i1i1) Actions subsequent to the initial submttal of an
APP whi ch have already_been included as part of an approved APP
(e.g., exercise of options); and

_ (igé Procurenents conducted under the Small Busi ness
| nnovat i ve Research Program

(d) Acquisition Planning is not required for General Wbrking
reenent s and_supFortlng roj ect Plan Agreenents between
PA/ Vol pe National Transportation Systens Center and DOT QAs
see (TAR) 48 CFR 1202.1?._ However, “acqui sitions (pursuant to
FAR) 48 CFR 2.101) resulting from General VWork Agreenents and
oj ect Pl an A?reenents are subject to the acquisition planning
requi renents of this chapter

1207. 102 Policy.
(a) Acquisition planning nmust be initiated wel | in advance

of

the fiscal year in which contract amard(s?_ls necessary.
Prelimnary acquisition efforts (e.g., de |n|nP_requ|renents;

i ssui ng mar ket search synopses and draft specification/ )
statenents of work; preparing and releasing draft solicitations)
may be performed before the plan is conpleted and aPProved. |
t he approved acquisition strategy in the plan is different than
what was included in the initial draft RFP, strong consideration
shoul d be given to issuing another draft RFP to informindustry
of the changes.

(b) No synopsis for a solicitation nay be rel eased,

solicitations issued, or funds transferred within or outside the
Departnent until the plan has been conpl eted and approved.

1207-2
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1207. 103 Agency-head responsibilities.
1207.103-70 O her officials' responsibilities.

(a) Acquisition planner. The devel opnent of plans, and
updates to them is the res onS|b|!|t¥_of t he acqui sition planner
(e.ﬁ:, Progran1nanager). The acqui sition planner is_ |ocated
within the requiring agency (if outside X or wthin the
requiring QA (if within Dd%. The acqui sition planner, anong
ot her functions, shall:

(1) forma teamof individuals responsible for deveIoPing
acqui sition planning information pertinent to their areas o
experti se;
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CHAPTER 1213
SMALL PURCHASE AND OTHER SI MPLI FI ED PURCHASE PROCEDURES
SUBCHAPTER 1213. 1- - GENERAL
1213. 104 Procedures.

8i) Except for acquisitions of $2, 500 or |ess, FormDOT F
4230.1, Small Purchase Summary, shall be used to document
purchases covered by (FAR) 48 CFR Part 13. DOT F 4230.1 shall be
conpl eted by the ordering official conductlnP t he purchase,

e

aPproved by a contractinﬂ of fi cer or higher vel official, and
placed in the small purchase file.

1213. 106 Conpetition and price reasonabl eness.

~ (b) Purchases over 10 percent of the small purchase
[imtation.

(4) The authority of the HCA under (FAR) 48 CFR 13.%%6(€)(4)
3%111 a e

is del egated to the Any exenption by the GOCO sh

justified in vwitin?. The need for the exenption shall be
reval i dated at |east annually.
1213. 107 Solicitation and eval uati on of quotations.

(a) Forns. SF 18, Request for Quotations, shall be used to
obtain witten quotations as prescribed in (FAR 48 CFR
13. 107(a).

SUBCHAPTER 1213. 2- - BLANKET PURCHASE AGREEMENTS
1213. 203 Establi shnent of Bl anket Purchase Agreenents.
1213. 203-1 General .

(i) Optional Form (CF) 347, Order for Supplies or Services, as
suppl ement ed by Afpendlx A, shall be used to establish a Bl anket
Pur chase Agreenent (BPA).

1213. 204 Pur chases under Bl anket Purchase Agreenents.

1213.204- 70 Modi fying a Bl anket Purchase Agreenent.
The SF-30 shall be used to nodify a BPA

1213. 205 Revi ew procedures.

1213. 205- 70 Revi ew responsi bility.

(a) The contracting officer issuing the BPA or the designated
representative of the contracting officer, is responsible for the
annual review of the BPA files of the authorized callers within
the QA eci al care should be taken during the BPA reviews to
ascertain that conpetition is not being |imted.

‘h (E%‘V%en the aut horized callers under the BPA are not within
e

whi ch issued t he BPAF the contracting officer or the
0

desi gnated representative t he
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contracting officer within the QA usin?_the BPA i s responsi bl e
for reviewng and docunenting the BPA files.

(c) Docunentation of the annual reviewto ascertain that
applicabl e procedures are being foll owed and that prices obtained
under BPAs are fair and reasonabl e shall be naintained in the
office issuing the BPAs. Individuals designated as contracting
officer representatives to conduct BPA reviews shall forward a
copy of all review docunentation to the office issuing the BPAs.

SUBCHAPTER 1213. 4- - | MPREST FUND
1213. 403 Agency responsibilities.

(a) Q@uidance governing the use and adm ni stration of i nprest
funds"within DOTis contained in DOT Oder 2770.7 series, |nprest
Fund Manual , and the O'fice of Financial Managenent (B-30)
menor anda dat ed Septenber 19, 1991 and Cctober 21, 1991, which
increased the limtation for single, routine inprest fund
transactions to $500 (except thaf travel reinbursenments paid
t hrough the Washi ngton, DC, Headquarters inprest funds are
[imted to $250). "Alternative nmeasures, such as the GSA
Governnent Travel Charge Card or travel ers checks for travel
advances and expenses and the CGovernnentw de conmmercial credit
card or third party drafts for nakln? smal | purchases shoul d be
used to the maxi numextent possible to mnimze the nunber of
i nprest fund transactions.

(b) HCAs shall establish procedures for designation of
personnel authorized to approve requisitions and nmake purchases
using inprest funds. HCAs nmay require that only contracting
of ficers may approve requisitions using inprest funds.

1213. 404 Conditions for use.

Sa) The authority of the agency head under E;¢$§ 48 CFR _
13.404(a) is delegated to the Director of the Ofice of Fi nancial
Managenent (B-30).

1213. 405 Procedures.

~ (f) The individual nmaking an approved purchase fromthe
i mprest fund shall be responsible for conpliance with the
docunentation requirenents of (FAR) 48 CFR 13.405(f) and DOT
O der 2770.7 series. The individual having acquisition authority
to apﬁrove purchases fromthe inprest fund shall be responsible
for c eck!n? the aut hori zed purchase requisition for conpliance
39%8 %he internal control requirenents mandated by DOT O der

.7 series.

SUBCHAPTER 1213. 5- - PURCHASE ORDERS

12%3.503 ot ai ni ng contractor acceptance and nodi fyi ng purchase
or ders.

(b) The SF 30 is to be used to nodify a purchase order.
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ATTACHMENT 2

ROCKY MOUNTAIN BANKCARD SYSTEM*
.M.P.A.C.* PROGRAM
CARDHOLDER STATEMENT OF QUESTIONED ITEM

(Please print or typein black ink)

CARDHOLDER NAME (please print or type) ACCOUNT NUMBER
CARDHOLDER SIGNATURE DATE TELEPHONE NO.
The transaction in question is described below:
Transaction Date Reference # Merchant Name Amount Statement Date

Please read carefully each of the following situations and check the one most appropriate to your particular dispute. if you have any questions, please contact us at
800/227-6736. Wewill be more than happy to advise you in this matter.

If the statements below are not applicable, please send a letter of explanation regarding your dispute. Please, list all pertinent information and include your account
number and signature.

. CARDHOLDER DISPUT E(Cannot be used until resolution is attempted with the merchant.)
<> | did participate in the above transaction, however, | dispute the entire charge, or a portion, in the amount of $ , because
(please be specific)

NOTE: Provide completed description of problem, attempted resolution, and outstanding issues. Use a separ ate sheet of paper, if
necessary, and sign your description statement.)

I. UNAUTHORIZED MAIL OR PHONE ORDER i ] ) ]
<> | have not authorized this charge to my account. | have not ordered merchandise by phone or mail, or received any goods or services.

1.  DUPLICATE PROCESSING ] . ] ) ) )
<> Thetransaction listed above represents multiple billing to my account. | only authorize one charge from this merchant for this amount. My card wasin
my possession at all times.

IV. MERCHANDISE OR SERVICE NOT RECEIVED ) ) _ )
<> My account has been charged for this above listed transaction, but | have not received the merchandise or service. | have contacted the merchant but
the mﬁtterdv_vas)not resolved. (Please provide a separ ate statement detailing the mer chant contact, and the expected dateto receive
mer chandise.
<> My account has been charged for this above listed transaction. | have contacted this merchant on (date) and cancelled the order. | will
refuse delivery should the merchandise still be received.

V. MERCHANDISE RETURNED ) ) _ ) )
<> My account has been charged for the above listed transaction, but the merchandise has since been returned for the following reason: __

Enclosed isa copy of my postal or UPSreceipt.

VI. CREDIT NOT RECEIVED
<> | havereceived acredit voucher for the above listed charge, but it has not yet appeared on my account. A copy of the credit voucher isenclosed.
(Please provide a copy of this voucher with this correspondence.)

VIl. ALTERATION OF AMOUNT ] ) ] ) ) )
<> Theamount of this charge has been altered since the time of purchase. Enclosed is a copy of mu sales draft showing the amount for which | signed.

VIIl. INADEQUATE DESCRIPTION/UNRECOGNIZED CHARGE ) ) )
<> | do not recognize this charge. Please supply acopy of the sales draft my review. | understand that when avalid copy is sent to me, a statement of
questioned item must be provided to include the copy of the sales draft if afurther dispute exists. If acopy cannot be obtained, a credit will appear in
my account.

IX. COPY REQUEST
<> | recognize this charge, but need a copy of the sales draft for my records.

X. SERVICESNOT RECEIVED ) ) )
<> | have been billed for this transaction, however, the merchant was unable to provide the services for the following reason(s):

<> paid for by another means. My card number was used to secure this purchase, however fina payment was made by check, cash, another credit card, or
purchase order. (Enclosed ismy receipt, cancelled check (front & back), copy of credit card statement, or applicable documentation.

XI.  NOT ASDESCRIBED
<> (Cardholder must specify what ?oods, services, or other things of value werereceived.) Theitem(s) §)ecified do not conform to what was agreed upon
with the merchant. (The cardholder must have attempted to return the merchandise and state so in his’her complaint.)

MAIL TO: |.M.P.A.C. Customer Service, P.O. Box 173309, Denver, CO 80217-9566
V79-077-R0691
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BENEFITS TO YOUR COMPANY

ATTACHMENT 3

FOR ACCEPTING THE I.LM.P.A.C. VISA CARD

TODAY, ROCKY MOUNTAIN BANKCARD SYSTEM, INC. (RMBCS) RANKS AS ONE OF THE LARGEST CARD
PROCESSING COMPANIESIN THE UNITED STATES. SINCE RMBCSHAS BEEN RECOGNIZED AS A LEADING
PROVIDER OF CARD SERVICE WITH MORE THAN 2-1/2 MILLION CARDHOLDERS USING VISA AND
MASTERCARD CREDIT AND DEBIT CARDS, ASWELL AS CARDS FOR PROPRIETARY, PRIVATE LABEL AND

AFFINITY GROUPS.

MORE THAN 500 FINANCIAL INSTITUTIONS AND 60,000 MERCHANTS RELY ON RMBCS TO PROCESS 80
MILLION VISA AT MASTERCARD TRANSACTIONS ANNUALLY.

|.M.P.A.C.

The U.S. Government can now pay vendors with a VISA card for purchases

up to $25,000

GSA Contract Number
GS 005-06010

- Receive payment in days, versus months, for all goods or services purchases.

- Increase sales because government employees are encouraged to make purchases from your company instead of your

competitors.

- Reduce paperwork associated with purchases because SF-44 forms and imprest funds are no longer required.

What isrequired?

John more than 8 million merchant locations worldwide who accept VISA.
Contact your bank or Rocky Mountain BankCard System to establish a

merchant relationship. If you aready have a VISA merchant account,

follow the same procedures as any other VISA sale.

ELECTRONIC DRAFT CAPTURE (EDC)

RMBCS

Rocky Mountain BankCard System

Thousands of companies have switched to this advanced method of credit card processing to streamline operations. Whether
you are asmall or large company, Rocky Mountain BankCard System has a solution to fit your needs that will be easy to use.

- Deposits are made directly to your local bank within two business days.

- Transactions can be processed via terminal, personal computer or electronic cash register.

- Time consuming phone authorizations and warning bulletins are eliminated.

Establishing a relationship to accept the |.M.P.A.C. card is a simple process.

Y ou can use a PC and modem or purchase an inexpensive terminal to process transactions. A RMBCS merchant representative
can help you determine the method of processing that meets your needs.

Operation:

The operation is simple and easy to
learn. When you accept a credit
card as payment, you simply swipe
the card through the magnetic stripe
reader on the terminal or key in the
I.M.P.A.C. card number. The
terminal prompts you to enter the
dollar amount of the sale before it
dials out for authorization and
capture. The authorization number
is then recorded on the sales draft.

Reporting:

Rocky Mountain BankCard System
provides a Merchant Monthly
Activity Statement recapping all
account activity for the month.

The discount rate is calculated on
net sales for the month. The charge
is automatically debited from your
bank account between the second
and tenth business day of the
following month.

Should you be a merchant with
multiple locations, etc., additional
reporting of each stores activity is
available to amain office or
corporate headquarters.

Customer Service:

Customer service representatives
will be available to answer any
questions and to provide you with
any information. Additionally, the
RMBCS "Help Desk" is available
24 hours aday, 7 day aweek.
Service levels are monitored and
controlled to guarantee that your
company receives prompt and
responsible service.

If you would like additional information regarding Electronic Draft Capture, please contact our Electronic Draft Capture
Marketing Department at 1-800-525-3717, ext. 2526.

Rocky Mountain BankCard System, Inc, P.O. Box 5952, Denver, CO 80217, (303) 629-7755

TAM
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H "Training" as defined in the Governnent EnPonees Trai ni ng
Act (CGETA), 5 U'S.C 4101(4), neans the process of providing for
and naki ng available to an enpl oyee, and placing or enrolling the
enpl oyee I'n, a planned, prepared, and coordi nated program course
(|nc!ud|nP correspondence), curriculum subject, system or
routine of instruction of education, in scientific, professional,
technical, or mechanical trade, clerical, fiscal, admnistrative
or other fields, which will inprove individual and organi zati onal
performance and assi st in achieving the agency's m ssion and
Perfornance goal s. For the purposes of these procedures, the
ermincludes neetings, semnars, conferences, synposia and
associ ated course training naterials (i.e., stud% Plans, o
wor kbooks, handbooks, and nmanual s) furni shed wit he trai ning.
It is not appropriate to use the SF-182 for the sol e purpose of
acqui ring "stand-al one" training supplies.

1. POLICY.

No enpl oyee of DOT, other than a contracting officer or a
reci pient of a Del egation of Procurenment Authority (DPA),
operating wthin the limts of his or her authority, may enter
into formal contracts, authorize contract nodifications or
ot herwi se bind, coomt or obligate the Governnment contractually
for training.

DPA recipients are only authorized to procure training under
the conditions prescribed in paragraph IV. below Q herw se,
trai ning nust be procured by warranted DOTI contracting officers.

Training shall be acquired within the limtations and
procedures of the GETA, FAR TAR TAM and the Departnental
Per sonnel Manual (DPM. |If the acquisition is acconplished
t hrough the use of the purchase/credit card, the policies and
procedures set forth in the DOT Purchase/ G edit Card Program (TAM
Bulletin TB 94-03) dated March 9, 1994, and QA purchase/credit
card procedures shall al so be foll owed.

| V. APPLI CABI LI TY.

The policies and Procedures set forth herein apply to the
Gfice of the Inspector General (A G and the QAs when:

A. A DPA has been issued to a specific individual authorizing
t he acquisition of supplles or services in support of the
Department of Transportati on;

B. The training cost for an individual student or training
requi renent does not exceed the | esser of:

- alimtation set forth in an individual's DPA; or

13 - the small purchase Iimtation established by FAR Part

C.  The annual reasonably foreseeabl e ag?regate trai ni ng cost
for a training requirenent does not exceed the small purchase
[imtation (i.e., it would be inappropriate to segregate a known
requi renent for several courses on a specific subject into an

i ndi vi dual requirement by date of offering or other neans in
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order to circunvent the small Purchase [imtation and, therefore,
avoid sending the requirenment to a contracting office for
processi ng) ;

D. The training cost is based upon pre-established fixed
catal og or nmarket prices;

E. The training is available froma Governnent source of

supply (i.e., CGeneral Services Admnistration, Cfice of

Per sonnel Managenent, etc.) CRis comercially avail abl e/ of f-the-
shelf or nodifred commercially avail able off-the-shelf as set
forth in paragraph VI.G bel ow, and

F. The contracting nethods di scussed in paragraphs V.C or
VI.C below are used to acquire training services.
V.

ACQUI SI TIONS OF $2, 500 OR LESS:

The DOT Purchase/ Oedit Card Program is the preferred nethod
of acquiring all training services in an anount of $2,500 or
less. Every effort shall be nade to provide purchase/credit
cards to individuals (normally human resources nmanagenent
Eersonnel) who are responsible for acquiring training services of

2,500 or less in support of their activity.

A Small purchase training.

Each prospective DPA recipient will be required to attend
smal | purchase tralnlng equi val ent to the purchase/credit card
trai ni ng conducted by the QA (see Appendi x B, Chapter V.C).

B. Delegation of Procurenment Authority (DPA)

1. Appendix B details the process for identifying
prospective cardhol ders and processing card account set-uP forns,
and the required procurenent, finance and property contro
trai ni ng. kﬂon conpl etion of the snall purchase training, an
i ndi vi dual 0 has been granted a purchase/credit card DPA and
issued a card is authorized to acquire training services within
the limts of the DPA the P0I|C|es_and procedures for the use of
t he ﬁurchase/predlt card set forth in Appendix B, and the QA
purchase/credit card procedures.

_ 2. Copies of pertinent acquisition regulations referenced
in these procedures (1ncluding the DOT/ QA purchase/credit card
Propedures) I f not received as part of the snall purchase

raini ng, sha!l be regyested fromthe cogni zant by the
Purchase/ Oredit Card Program approving official when preparing
and subm tting cardhol der account set-up forns.

3. DPArecipients shall be appointed in witing. A
menorandum simlar to the sanpl e at tachnent 1 shall be used to
grant a purchase/credit card DPA. At the discretion of the QA
and the cognlzant G000 a purchase/credit card DPA and a DPA for
acgggrlgg rai ning services in anount of $2,500 or |ess can be
conbi ned.
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contract or contract nodification, and revi ew ng and approving
contract awards or nodifications (FAR 3.104-4).

VIIl. AUDT AND REVI EW

The DPA Prantl nﬂ official is responsible for review ng a
randomsan‘P e of the official order files and control Iogs to
ensure that authorized Pr ocedures are being followed. The
reviews shall be conducted no |l ess frequently than every three
years fromthe '”PI ementation date of these procedures.” Witten
docurent ation of the results of these reviews shall be naintained
by the cogni zant contracting office and the records shall be nade
avai | able to review ng activities (i.e., GAQ AOQG DOl on an as-
required basis.

I X. | MPLEMENTATI ON.

~ These procedures naK be used i mredi ately, but shall be fully
i npl enented no later than Cctober 25, 1994.

Li st of Attachnents:

Attachment 1 Sanpl e DPA (Purchase/ O edit Card)
Attachnent 2A & 2B CsT O fice of Financial Menoranda of
9/ 19/ 91 and 10/ 21/91

Attachment 3 Sanpl e request for DPA (Training Services)
Attachnent 4 Sanpl e DPA (Trai ni ng_Servi ces) o
Attachment 5 SF-182 Suppl enental Terns and Condi ti ons-- DOT
Attachnent 6 Sanpl e Sol e Source Justification

Attachment 7 Smal | Purchase Summary, DOT F 4230.1
Attachnment 8 Procurenment Integrity Certification
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ATTACHVENT 1
SAMPLE

ACTION  Del egati on of Procurenent Authority
Nunber DT * - DPA- *x

Chiet of the Contracting GOfTice

DPA Reci prent (Nane, OA, Routing Synbol)

You are hereby del egated the authority to purchase suPpI ies or
servi ces and ﬁay for such purchases using the Internati onal

Mer chant Purchase Aut horlt\éCa_rd &I\/PAC), the current name of the
CGover nnentwi de Commercial Oedit rd Program No single
Purchase under this authority may exceed $2,500 or 10 percent of
he snmal|l purchase Iimtation, whichever is lower, and is in
accordance with further limtations which nay be 1 nposed upon you
y your Approving (ficial. Supplies or services may be

pur chased, consistent with your organizational responsibilities
and nont hly purchase limts” establ ished by the Approving Oficial
designated to revi ew your purchases.

Thi s del egati on does not authorize you to purchase suBPI ies or
services on the open nmarket that are required to be obtai ned from
mandat ory sources of supp!%/ (see Federal Acquisition Regul ation
(FAR), Part 8), nor does it authorize you to procurenent supplies
or services for which procurenment responsibility has been

assi gned to anot her organi zational elenment. You are authorized
to use the | MPAC for purchases not exceeding $2, 500 under General
Services Admnistration (GSA) Federal Supgl y Schedul e contracts
fromcontractors who wi Il accept the | MPAC

All |our_chase_s nmust be nade in accordance with aEpI i cabl e | ans and

regul ations including, but not limted to, the FAR the

S\lﬁpl I cabl e GSA purchase/credit card contract (currently | MPAC
Ich is the rD%%y stered tradenmark of the Rocky Muntain Bankcard

system, the Purchase/ Oedit Card Program (Transportation

Acqui gl tion Bulletin TB 94-03), and QA purchase/credit card

pr ocedur es.

This del egation shall autonmatically termnate upon your )
s_ePa_r ation fromthe Departnment or reassignnment to another office
wi thin the Departnent.

NOTE: At the discretion of the QA and the cogni zant COCO the
purchase/credit card DPA and a DPA to acquire training services
E_se_e Attachment 3, which can be nodified to indicate a purchase
imtation in an amount of $2,500 or |ess) nmay be conbined into
one del egati on nenor andum
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(b) Policy and Procedures.

It is the goal of the Government to obtain the best val ue for
any product and/or service being procured; this is especially
true for conplex, high dollar, negotiated procurenents. It iIs
essential to determine in an inpartial, equitable, and sound
manner the source(s) that will provide such value. To ensure
sound sel ection deci sions, this subchapter provides gui dance and
general and specific policies and procedures for formally
conducting source eval uati ons and sel ecti ons.

(1) Initiation of Formal Source Sel ection Procedures . An
SSO is designated to determne which offeror(s) shall be awarded
the contract. The acquisition strategy_and the criteria to be
used in evaluating offers are detailed in a Selection Plan (SP)
whi ch is devel oped and approved in the early stages of a
pr ocur emnent .

(2) SSO Authority . The Deputy Secretau%ﬂis the SSO for al
procurenents subject to this subchapter (see TAM 1215.612(a))
except as noted below. Further redelegation is not authorized

unl ess specifically approved by the Deputy Secretary.

_ gﬁ) For Levels | and Il acquisitions (see TAM 1234,
pendi x ?, the Head of the Qperating Admnistration (HQ) for

the Federal Aviation Admnistration and the Coast Quard or

hi s/ her Deputy nmay serve as the SSO for their respective

acqui sitions.” For individual procurenments within a Level | or |

acqui sition which are bel ow $150 nmllion, the applicable

del'egation | evel s specified in subparagraphs (..Y - (|y%_below

n%% e utilized if so authorized in an approved Acquisition Pl an

(AP) - gsgjf the Adm ni stration Acquisition Executive nmay serve

0

as the r an $80 mllion procurement which is part of a
Level | or Il acquisition if authorized in an approved AP.

ii) For Level 111 acquisitions (see TAM 1234, Appendi X
A, the Féﬁ\or designee, at a level no | ower than the

Adm ni stration Acquisition Executive, nmay serve as the SSO For

i ndi vi dual procurenments within a Level 111 acquisition which are
bel ow $50 ml1lion, the applicable del egation |'evels specified in
subpar agraphs (ii1) and (|xL bel ow may be utilized if so

aut hori zed in an approved - e.g., aflag officer or nenber of
the Seni or Executive Service (SES? may serve as the SSO for a $14
mllion procurenent which is part of a Level 111 acquisition if
aut hori zed in an approved AP.

iii) For acquisitions of $20 mllion to |l ess than $50
§he LOA asi

mllion, or designee, at a |level no |ower than the Ofice
D rector (FAA onIy%/AGSOC|ate Adm ni strat or/ Regi ona

Adm ni strator/ Coast Quard Chief of Staff, may serve as the SSO
o (iv) For acquisitions of $5 mllion to less than $20
mllion, the HOA or designee, at a level no | ower than flag

officer/ SES, may serve as the SSQO

(3) Establishnent of the Source Eval uation Board . Once the
SP has been approved, a board, Known as a source Eval uation Board
(SEB), conprised of nenbers fromvarious disciplines (e.g.
program technical, |egal, pricing, budget, and contract!nP
ersonnel ), is formally established. The SEB is responsible for
horoughly and fairly evaluating Broposals i n_accordance
with the criteria contained in the SP and the solicitation and
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rePort!ng its findings to the SSO so that he/ she can nake the
sel ection decision. SEB nenbers are expected to apply sound

judgnent in determning appropriate variations and adaptati ons
necessar n individual situations, provided that these do not

i
constltu¥e a departure fromthe basic concepts and intent of the
sel ection plan and the solicitation.

(4) Oversight Boards . Operating Admnistrations may
est abl i sh oversight boards conprised of senior nmanagemnent
officials to assist the SSO he establishnment of these boards,
their responsibilities and the procedures to be followed, shal
be a matter of separate agreenment between the (fice of the
Secretary and the Qperating Adm ni strations.

(5) Streamining Techniques . Streamining techniques, such
as sending out draft specifications, statenents of work, and RFPs
to industry for conmment, I|n1t|nP the size of proposals and the
nunber of people on SEBs and evaluati on teans, sequestering
eval uation team nmenbers, making award w t hout di scussi ons,
providing periodic briefings to the SSO t hroughout the )
acqui sition process, etc., are to be utilized whenever possible
to ensure that procurenents are awarded in an efficient and
expedi ti ous manner. (ood ﬁlannlng and early docunent preparation
are critical to reducing the tine between rel ease of the RFP and
award of a contract.

_ (6) Docunentation Requirenents . Al docunents required by
this subchapter (e.g., oP, Conpetitive Range Determnation, Fina
SEB Report, etc.) nust be conpatible with rel evant issues
contained 1n_other DOT docunents required by the Transportation
Acqui sition FEgylatlon (TAR), Transportation Acquisition Manua
gr , or DOl Oders (e.g., Mssion Need Statenent, Acquisition

an, Negotiation Menoranda, etc.).

(c) Responsibilities.

(1) Source Selection Oficial . The SSOis responsible for
t he proper and efficient conduct of the entire source selection
rocess. The SSO has, sub{ect_to | aw and appllcable regul ati ons,
ul | respon5|blllt¥ and authority to select the source(s) for
award and approve the execution of the contract(s). The SSO s

responsi bilities include:

(i) review ng and approving the SP in witing, including
aPy ?ubsequent change to the evaluation criteria or acquisition
strat egy,;

(i1) ensuring that the SEB and any established oversi ght
gpardslare properly constituted and include all the necessary
i sciplines;

(i) approving, as part of the SP approval, utilization
of non- Governnental personnel who shall serve as advisors during
t he source sel ection process;

(iv) obtaining required conflict of interest
docunentation fromthe SEB Chairperson and ot her established
over si ght boards' Chai rpersons, proyldln% that docunentation to
| egal counsel for review, and ensuring that the docunentation is

saf eguar ded;
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CHAPTER 1216
TYPES OF CONTRACTS
SUBCHAPTER 1216. 2- - FI XED- PRI CE CONTRACTS

1216. 206_Fi xed-cei ling-price contracts wth retroactive price
redeterm nati on

1216. 206-3 Limtati ons.

(dL The authority of the HCA under (FJW? 48 CFR 16. 206- 3(d)
must be retained at the HCA or higher |evel.

SUBCHAPTER 1216. 3- - COST REI MBURSEMENT CONTRACTS

1216. 306 Cost-plus-fixed-fee contracts.

gc)(2) The authority of the agency head under (FAR) 48 CFR
16. 306 is del egated to the cpntractln? officer. Wen naking the
requi red determnati on and flndln?s, he contracting officer
shall use a format substantially the same as the format found in
Appendi x Ato this chapter.

SUBCHAPTER 1216. 5- -1 NDEFI NI TE- DELI VERY CONTRACTS

1216. 501 CGeneral .

(b)(2) The procurenent request initiator shall prepare a
witten statenent outlining the basis and nethodo!ogy for
determning the estinmated quantity under an indefinite-quantity
contract and a requirenents contract.

1216. 506 Orderi ng.

(b) See TAM 1232.702-70 for additional requirenents
pertaining to oral orders.

SUBCHAPTER 1216. 6- - TI ME- AND- MATERI ALS, LABOR- HOUR, AND LETTER
CONTRACTS

1216. 601 Time-and-materials contracts.
~(c) Limtations. Wen nmaking the required determnation and
findihgs, the contracting officer shall use a format substan-
tially the sane as the format found in Appendix B to this
chapter.
1216. 602 Labor hour contracts.
Waen nakin?fthe requi red determnati on and finFings t he
a

contracting officer shall use a format substantially the same as
the format found in Appendix B to this chapter.
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1216. 603 Letter contracts.
1216. 603-2 Application.

(c) The authority of the HCA under (FAR) 48 CFR 16.603-2(c) is
del egated to the Extensions to the definitization of a
letter contract shall be aPproved by the CO0Q See TAM 1243. 70
for other_regulrenents apP_lcabIe to letter contracts as
undefinitized contract actions.

1216.603-3 Limtations.

The authority of the HCA under (FAR) 48 CFR 16.603-3 is
del egated to the COCQ

~ (a) Requests for authority to issue a letter contract shal
i nclude as a m ni mum

(1) the nane and address of the proposed contractor;
(2) the location where the contract is to be perforned,

_ (3? the contract nunber, including nodification nunber, if
appl i cabl e;

(4) a brief description of the work or services to be
per f or ned;

(5 the anmount of the letter contract;
(6) the performance period or delivery schedul e;
(7) the estimated total amount of the definitive contract;

] (8) the tyPe of definitive contract to be executed (firm
fixed-price, cost-plus-anard-fee, etc.);

(9) a statement that the definitive contract will contain
all required clauses or that deviations to the required cl auses
have been obt ai ned,

(10) a staterment as to the necessity and advantage to the
Gbyfrgpent OE a letter contract and why no other contract type is
suitable; an

211) a statenent as to the conpetition received pursuant to
(FAR) 48 CFR 16.603-3(b).

(b) Profit or fee under letter contracts shall not be paid
until after definitization of the letter contract (see (TAR 48
CFR 1252. 216- 74).

(c) Letter contracts shall contain the appropriate sections of

the uniformcontract format as discussed at (FAR 48 CFR 15. 406
as practicable.
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APPENDI X A

DETERM NATI ON AND FI NDI NGS
Wthin the Fee Limtation of FAR
FI NDI NGS

1. The (specify OA and contracting office within the OA) of the
Departnment of Transportation proposes to contract for. #descrl be

the supplies and/ or services being procured and identify

program project, if applicable).

2. $The (specify estim%ted cost or target cost) of the contract
is :

3. These findings are nmade pursuant to specify 41 U S.C
254(b), except tfor USCG specify 10 U S. C 2306(d)) .

DETERM NATI ON

On the basis of the above findings, | her eb?/_ determne that the
price or fee wll not exceed the statutory limtations of (FAR
48 CFR 15. 903.

Dat e Signature of Approving Oficial

! Add the follow ng, as appropriate: _ _
For a CPFF: "plus a fixed fee of $ which is
percent of the estimated cost, exclusive of fee.
Cl:Iﬁlelf5eSOApfercent age is within the fee limtations of (FAR 48
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APPENDI X B
DETERM NATI ON AND FI NDI NGS
Authority to use a (specify Tinme and Materi al s,
or Labor Hour) contract
FI NDI NGS
1. The (specify QA and contracting office within the OA) of the
Department of Transportati on proposes to contract for (descri be

the supplies and/or services being procured and identify
program project, if applicable).

2. The estinmated anount of the contract is $

3. (Explain why no other type of contract is suitable for
procuring the supplies or services of the kind or quantity
required w thout using the proposed type of contract.)

DETERM NATI ON

On the basis of the above findings, | hereby determine that no
ot her type of contract other than a (specify a Time and Materials
or Labor Hour contract) is suitable for this procurenent.

Dat e Signature of Approving Ofticial
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abiIitY to performthe proposed acquisition. The justification
Pyst state why the firmwas selected in preference to other 8(a)
i rmns.

1219. 804 Evaluation, offering, and acceptance.

1219. 804-4 Repetitive acquisitions.

An¥ requi renent whi ch has previously been procured through the
8(a). rogranL but which is now bei ng proposed for reprocurenent
outside of the 8(a) Program nust be approved by the D rector
OBDBU, in accordance with OA procedures. The cl earance shall be
obtained prior to any public notice or solicitation of the
requirement.

1219. 805 Conpetitive 8(a).

1219. 805- 2 Procedures.

Appendix Cis the U S Snal
"Quidelines for 8(a) Conpetiti

1219. 810 SBA appeal s.

The authority of the agencY head under (FAR) 48 CFR 19.810(a),
(b), and (c) is delegated to the COQO

1219. 812 Contract adm ni strati on.

~ The authority of the agency head under (FAR) 48 CFR 19. 812(d)
is del egated to the COCQO

SUBCHAPTER 1219. 70- - SMALL BUSI NESS | NNOVATI ON RESEARCH PROGRAM
1219. 7001 Srmal | Busi ness I nnovation Research (SBIR) Program

| Business Admnistration's
on".

(a) The Small Business Innovation Devel opment Act of 1982
(Pub. L. 97-219) and reauthorizing |legislation (Pub. L. 99-443)
and the Small Busi ness Research and Devel opnent Act of 1992 (Pub.
L. 102-564) seek to encourage the initiative of the private
sector and to use snall businesses as effectively as possible in
nmeeti ng Federal research and devel opnent objectives. Each agenc
iS required to set aside a Eercentage of their budget for a Smal
Busi ness I nnovation Research Program (SBIR). To conply wth
obligations of the Act, DOl established a Snall Business.
| nnovati on Research Program whi ch conforns to these public |aws
and to QU|deI|nes and regul ati ons of the Small Busi ness
Adm ni stration. By nmenorandum dated Novenber 5, 1992, the
Secretary delegated to the DOI Transportation System Center, the
%E?E?ll responsibility for coordinating and i nplenmenting the DOT

(b) Annually, DOT solicits fromsnall businesses, innovative
research proposal s that address high priority requirenents of the
DOr and have Potentlal for commercralization. The DOT SBIR
Programis a three-phase process:
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(1) Phase | is the conduct of feasibility-rel ated
experinental or theoretical research or Research and Devel opnent
(R&D) efforts on specified research topics. The dollar val ue of
t he proposal should not exceed $100,000 and the period of
perfornmance nmay be up to six nonths. The primary basis for award
wll be the scientific and technical nerit of the proposal and

its relevance to DOT requirenents. Only awardees 1 n Phase | are
eligible to participate in Phase II.

~ (2) Phase Il is the principal research or R&D effort
havi ng a Perlod of performance of approximately two years with a
dol | ar val ue of up to $750,000. Phase Il proposal s under the
SBIR Program are accepted only fromfirns which have previously
received a DOT Phase | award.” Awards woul d be based upon the
results achieved in Phase |, the technical nerit of the Phase |
Pro osals, potential for comrercialization and commtnent for
ol l owon funding fromnon-federal sources for Phase I11.

) (3?: Phase Il is to be conducted by the small business
wi th nonFederal funds to pursue conmercia apglochatl ons of the
research or R& funded in Phases | and Il by . _Phase 11l nmay
al so i nvolve foll owon non-SBIR funded contracts wth conponents
of DOT for products or processes for use by the Governnent.

1219.7002 Eligibility requirenents.

To be eligible under the DOT SBIR Program the firm nust
qualify as a small business for research or R& purposes; the
primary en‘P! oynent of the principal investigator nust be with the
proposing firmat the tine of award and duri nE t he proposed
research effort; and, the research or R&D work nust be perforned
inthe United States, including its territories and possessi ons.
C%%estl ons regarding the DOT SBI'R Program shoul d be addressed to
the fol |l ow ng:

DOT/ SBI R Program G fice, DIS 22

U S Deﬁart nment of Transportation )

Research & Special Prograns Adm ni stration

Vol pe National Transportation Systens Center

55 Broadway, Kendal |l Square

Canbri dge, Massachusetts 02142-1093

ATTN SBI R Program Di rect or

Tel ephone: (617) 494- 2051 FAX: (617) 494-2497
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CHAPTER 1253- - FORVG
SUBCHAPTER 1253. 1- - GENERAL
1253. 105 Conput er generati on.

Qperating adm ni strati ons may conputer-generate the forns
prescribed rn the TAR and this nmanual. Unless ot herw se
permtted in this chapter, conputer-generated forns shall not
change the nane, content, or sequence of the data el ements and
shal ' carry the assigned nunber (e.g., FormDOr F 4220.12) and
edition date.

SUBCHAPTER 1253. 2-- PRESCRI PTI ON OF FORMS
1253. 203- 70 Source sel ection information.
ng

reci pients that the docunment contains source selecti(
information, as specified in TAM 1203. 104-5(b) (1) (i

DOT Form F 4220. 35, Cover Page Source Sel ection |
(See TAM 1203. 104-5§b)(1)(| ||%_.) DOT Form F 4220.35 i s
aut hori zed for local reproduction and a coloy is furnish
tTRiVIS purpose in Chapter 1253 of the | oose- ion

The followng formis prescribed for use in notifyi
ion
i)

formati on.

n
ed for
0

eaf editio f the

1253. 203-71 Proprietary information.

The followng formis prescribed for use in notifying
recipients that the information or portions thereof is
proprietary information related to the conduct of a Federal
agency procurenent, as specified in TAM 1203. 104-5(b) (1) (ii):

DOT Form E 4220. 36, Cover Page Proprietary |nformation. (See
TAM 1203. 104-5(b) (1) (ii).) DOr FormF 4220.36 71 s authorized for
| ocal reproduction and a copy is furnished for this purpose in
Chapter 1253 of the |oose-leaf edition of the TAM

1253. 203-72 Procurenent integrity.

~ The follow _n?_ formis prescribed for use as a procurenent
integrity certiftication for departing officials and enpl oyees, as
specified in TAM 1203. 104- 5(d) ?2)(| | ?:

DOT Form F 4220. 38, Procurenent Integrity Certification -
Departing O ficials and Enpl oyees. (See TAM 1203. 104-
5(d)(2)(i1).) DOr FormF 4220.38 is authorized for |ocal
regroductl on and a copy is furnished for this purpose in Chapter
1253 of the | oose-leaf edition of the TAM

1253. 204- 70 DOT Contract Information System (Cl'S) data input.

information to the Federal Procurenent Data Systemvia the A S,

The fol | ow nghf ormis Pr escribed for use when inputting
as specified in TAM 1204. 6:
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DOT Form F 4220.11, DOT CI'S Data | nput Form (See TAM
1204.6.) DOr FormF 4220.11 is authorized for local reproduction
and a copy is furnished for this purpose in Chapter 1253 of the
| oose-| eal edition of the TAM

1253. 205-70 Contract award notificati on.

The followng formis prescribed for use for public and
O&r\l/?res& onal notification of contract awards, as specified in
TAM 1205. 303(a) (1):

DOT Form F 4220.41, Contract Award Notification. (See TAM
1205.303-(a)(1).) DOT FormF 4220.41 is authorized for |ocal
regroductl on and a copy is furnished for this purpose in Chapter
1253 of the | oose-leaf edition of the TAM

1253. 207-70 Annual Procurenent Pl an (APP).

The followng formis prescribed for use when preparing APPs,
as specified in TAM 1207. 105- 71:

DOT Form F 4220.12, Annual Procurenent Plan (APP). (See TAM
1207.105-71.) DOT FormF 4220.12 is authorized for | ocal
reproduction and a COPV Is furnished for this purpose in Chapter
1253 of the | oose-leaf edition of the TAM

1253. 209- 70 Responsi bility determ nati on.

The followng formis prescribed for use to nmake the
determ nati on and docunent that a contractor is/is not
responsi bl e, as specified in TAM 1209. 105- 2:

DOT Form F 4220.1, Responsibility Determ nation. (See TAM
1209.105-2.) DOT FormF 4220.1 is authorized for |ocal
regroductl on and a copy is furnished for this purpose in Chapter
1253 of the | oose-leaf edition of the TAM

1253. 212-70 Special priorities assistance.

The following formis prescribed for use when requesti ng
special priorities assistance, as specified in TAM 1212. 303(9):

Form I TA- 999, Request_for Special Priorities Assistance. (See
TAM 1212.303(g).) Form|TA-999 is authorized for |ocal
regroductl on and a COPV is furnished for this purpose in Chapter
1253 of the | oose-leaf edition of the TAM

1253. 213-70 Smal | purchasi ng.

The followng formis prescribed for use on small purchase
actions, as specified in TAM 1213. 104(i):

Form DOT F 4230.1, Small Purchase Sun_‘marg/. (See TAM
1213.104(i).) FormDOT F 4230.1 is authorized for |ocal
regroductl on and a copy is furnished for this purpose in Chapter
1253 of the | oose-leaf edition of the TAM
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